
I GEORGIA DEPARTMENT OF HUMAN RESOURCES 
OFFICE OF ADMINISTRATIVE SERVICES APPLICATION FOR RECORDS RETENTION sCIHEDULE 

~~ 

I 

RECORDS MANAGEMENT UNIT ~-.-.~~~_~__~.~I _. . ~ , -. ....- 

For instructions on completing this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia r 30334. Phone - (404) 656-4976 GIST: 2214983 

ARCHIVES ~ AND ~ HISTORY ~ 

. __ 
Date Completed 

Telcphone Number 

1. Department Address 

Food Stamp Section - 2nd Floor 
nce de Leoh Ave., N. E. 

Working Title 

3. Action Requested 

a. EEstablish Retention Schedu1.e; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

c. OAmend Application No. ~ . ~~ .- Check One: 0 Change; 0 Supercede: 0 Void 
___. ~ ~ 

7-5:RF&rds Series Title (fotlowed by title used in office; if differenrl 

Food Stamp Program Federal Audit Files I Earliest Latest 

1976 P o  Presen - ~- ~~ . 1 -- I ~. . .. . . ~~~ - ~~~ - ~~ . .. ~ ~~~~ . __ 
6. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

The Division of Family h Children'Services, through the leadership of the 
Director, is responsible for admi,nistering, supervising, and regulating ser- 
vices to indigent children, adults, and families, State-wide; for serv.ing as 
liaison with the Regional Office of HEW concerning the status of the State 
Social Service Plan and for clearing pblic'y questions; and for working with 
other DHR 0ffices and Divisions to resolve 'problems affecting the operation 
of the Division of Family 6 Children Services. 

The Food Stamp Section is reqponsible for administering the Food Stamp Progra 
which includes: ordering, receiving, distributing (issuances), accounting, 
reporting, storing, and security and control while the food coupons are a 
liability of the State or County agency; providing consultative and techni- 

This file contains the fsllowing documents linclude farm numbers and t,tlesf ,f any]: 

Documentsrelatingto: maintaining records for the Federal audit of books and records 

___ ___ _ _ _ _ _ _ _ _ _  - 
7. Records Series Description Attach samples of the file. 

for County Food Stamp Programs State-wide. r 
Includedare: audit report of findings as to deficiencies, and recommendations for 

correction and prevention of recurrence of the deficiencies (for each 
county); response as to action taken by each county to correct deficien- 
cies; form 808 (old no. DBP/APS(4)-108) [Food Stamp Program Report of 
Claim Determination]; notation for closing each file when all deficien- 
cies cited in the auditor's report have been corrected; and all related 
correspondence. 

I Fileisarrenged: alphabetically by county. 

. 
~~ 

8. Monthly Reference Rate 

. .  
. . ~  ~~~ . . .  ~ . . 

,. . ,  
9. Annual Rate of Accumulation or Records I 

. .  .~ . ,  

-_ -_ 
~ --.~-~_____~_~_.-_I L __._.I._.__ . 

Form 4998 (7-78) (Over) 

, 



b. Does the series wntain confidential information requiring security handling? If yes. cite l a d  or regulation. 1 
~ - -. _ _  . ~. ~ - - .  ~. 

- X - ~. 
V T Z -  _ ~ ~ _ _ _ _ _ ~ ~ _ _  7 d. Does this series have historical or long term resarch value? .... - .......... . 

... ..... ... ......... 

. ~- 

’ 
e. When one or two documents in the file make it necessary to keep the entire filefor a long 

in this series ever published? If yes, attach copy. 
X be scheduled separately? 

---- 
andlor recorded in a summarized report? 

. . If  yes, attach wpy. . 
h. Is there a duplication of this oBries in your office, or in another office or agen&? 

I. Is thisserier b r a  majorportion of i t )  regularly microfilmed? 

j. Does the record series result in a computer printout? 

E-’ - !f.Ve!* wh””L -EMBgi.ml_ O f f i s  3!-Awdkm-Gf&-.- 
I - ~~ ~ __ 

....... .. ~. ........ 
~ - ~ - _ _  -. z1__ .~ 

11. Retention Requirements The following requires the series to kept: 

a. State Law ~- years. 
b. Statute of limitation - _~ years. 
c. Federal bw years. 

Attach w p y  or excerpt of laws or regulations. Explain administrative need. 

I 

d. Audit’period .-.-years. 
e. Administrative need --years. 
f. Federal retention instructions years. 

5 

I ~. I . ,  9. I 
. .  - - _. ~. ...... . __ I . .  ....... ... ~~ 

. .  
~~ ~. ----A 

12. Approved Dirposition Instructions This agency recommends that the file series be cut off at,the end of each: . .  
nCalendar Year; mFiscai Year; mother-  __ -~ -  - ~ - then, 

. . .  F e d e r a l - l O / l - 9 / 3 0  . . .  

3 1  Hold in the current files area ~- ~- - month14 - ~- yeark); then 
0 Transfer to local holding area; hold yearlsl; then 

__ yearls); then 
> . .  B Transfer to State Records Center; hold t~ 

21 
* El Destroy ~. 

0 Transfer to State Archives for permanent retention. 
~~ 0 Other /Specify1 . .  

. . .  . .  

~ 

*Do n o t  d e s t r o y  u n t i l  a l l  a u d i t  ques t ’ ions  have been r e s o l v e d .  
.. 

. .  
, .  

. .  
. .  

. .  . .~ 

, .~ 

. ,  

. .  
. .  

These instructions apply to all prior and future accumulationsof the series. 
, I  

..... ... Date __ Apcncy HeadIDesignee ISignaturel 

- -~ . 

~. .. 
Recommendations in paragraph 
12 are approved. 
/lfditapproved. attach letter 
of eaplanation.1 

___- 
Form 4998 (7-78)  



Application for Records Retehfiog Schedule 

Food Stamp Program Federal Audit Files 

Continuation pa= - 3 

6. cal assistance to the County departments; and maintaining the 
Food Stamp Manual and the State Plan for the Food Stamp Program. 


